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ABSTRACT ^ ^ 

This aanual is jrritten for these responsible for 
staff developaent in Aaerican-spcnsored overseas schools (ASCS) . 
Prograi aanagesent for staff developaent planning is divided into < 
seven categories: (1) iisslon stateaent preparation; (2) needs 
assessment survey; (3) goal stateaents preparation; (4) staff 
objectiv^js preparation; (5) activities deter lina^ilon; j6) costing 
activities^; and (7) plan f orialitation. Xn each cat^gox; directions 
are diven for accosplishing the stated goal. Exaaples of desirable 
objectives are presen^te4, and ch^rtis and vorksheets are included in 
the discussion of the seven lajor factors to be considered by the 
project director. <JD) 
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, - FOREWORD 



. The concept" of" staff development is as- relevant in American- 
sponsored o verseas schoo ls (ASPS) ^as it is in stateside schools . 
Indeed » due to higher personnel Jtuijiovef rates » which occur in 
many overseas BchoqJ.s» perhaps staff development planning is even 
more critical in ASOS than in* the states. • 

. * The Office of Overseas Schools h^is^eaK/nstrated ^ interest 
in staff development during recent -^^ars in the oV^erseas schools. 

. At least two prior efforts were made to develop a suitable manuaK 
fpr the purpose of assisting the ASOS ia staff development planning. 
This manual was an attempt to. utilize the best features of those 
two efforts as well as to extend the process further. 
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PROGRAM MANAGE^fENT 



.It will be helpful for the project director to devise a plan which 
will illustrate tl^.e sequential steps and tine frame for thfe creation' of 
eacli segment of tlie school* s staff, development* program. The mlsdion 
statement » 'which serves as a foundation or basic philosophy of the in- 
stitution^ needs to. be prepared f&st. It is from the mission statement 
that all other segments ^-^olye. The indivldtials -serving on the committee 
to write the mission statement should be broad based* ' * 

The needs .assessment survey should be made early in the program. It 
might be foun d w o ilh while,' in aoM schools, to Jfegln work'on this survey^ 
even before Initiation'of the mission statement. Additional need^, which 
might develop fxom the mission statements jor goals, can be identified later.' 
Personnel responsible for thla assignment might also b^ appropriate to 
work on activities determination and costings activities. * 

Whi^e Goal writing cannot begin before the mission statement is 
written t$e personnel can be chose^ .and guidelines prepared for them. 
Goals ^n be written ^8 soon as p^l^s of the mission statement have been 
.conpleted. The same is true Sir the segment on staff objectives. Personnel 
can be chosen and their orientation arranged anytime before the staff, 
ob^^MCives are to be written. This group can begin identifying objectives* 
after t^e goal writers begin ^producing them. The.'^project director will 
; pro1>ably Yind it most advantageous for .the same group to write the goals 
and the. staff objectives. ' ^ . ^ 

There are, iK)st likely, some activities which have been traditionally 
used In -siome schools and will continue to be utilized. These activities . 
cah be ^Identif ied early in the program. The' group working on kctivitles 
*deteriilnatioi!i tharefox;e,get the llr work ninderway soon after the prograita 
conmences. Their timef fras)e of work will need to be longer because of the « 
necessity of extending this segment beyond the peViod^of object Ivq g iting 
to iiiBure that ther^ will be activitl^ specif i^d^fpr each object^fl^' 

Costing activities can be,, carried out. In so^ cais^s, simultaneously 
with activities determination: 'It may be^asst^d,' certainly, that some 
Activities would. JXOJt entail wy ^addltidhal outlay, pf money. Activity 
costing would 4ost iikej.y extend ^yond the period 'for ^qtivity .determination 
4oe to tl^ additimial time needed for clatlfication of costs 'and fand sources 

^ In summary ]P4[t is reicomqiended that three Identifiable 'groups be utilized. 
Oaei group will be resppnslble for producing the .mission statement. A 'Second 
group will derive the goalie and determine th^; staff objectives. And a third 
group will work^ on 'need^ as9es8ment,, iLctivity determination and costing 
activities. , The project director will be responsible to assign staff, 
members to specific tasks, provide working gtiHiellnes^ "establish time criteria 
and maintain^ files on cdllected data and conpleted segments of tW program* ' 



' A chart is found oh the following page. It indicates the proposed 
se^u^nce of ajegments, the relative time period for th"e initiation of 
each segm^ty and the approximate time require^d for completion. 
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PROGB^M-'HANAGEh^T FOR, 
STAFF DEVELOPMENT PLANNING 



MISSION STATEr€NT PREPARATION 
Development of guidelines; 

choose .participants and 
notify, arrange meetings 
and write ^statement.' 

NEEDS ASSESSMENT SURVEY 
Development of^ guidelines, 
choose participants and 
notify, arrange for meetings, 
determiwe Instruments ^ ~ 
complete survey and analyze. 



GOAL STATBerrS PREPARATION 
Development of guidelines, 
choose participants ^and 
notify, arrange for meetings, 
write and order them. 

STAFF OBJEaiVES PREPARATION ■ 
Develppment of guidelines, 
choose participants and 
notify, arrange for meetings, 
write and order them'. 

ACTIVITIES DETERMINATION 
Development of guidelines, 
choose part ielpaQts and 
notify, arrange^ for meetings, 
choose activities for annual 
and multi-year plans. 

COSTING ACTIVITIES 

Development of guidelines, 
choose participants and 
notify, arrange for meetings, 
assign imad sources and ^ 
amounts. - 

PLAN FORMALIZATION ' 

Development of guidelines, 
choose participants and 
'prepare annual and multi-year 
plans* 

. TIME PERIOD TOR PREPARATION OF ^ 
school's SJfilf DEVELOPMENT MftNUAL/ 
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DIAGRAMMATIC REPf^SENTATION OF COMPONENTS 
OP 'TAPr DEVELOPMENT and FyPECr^O RESU! T& 




^sslon 
Statenent 
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Evolving Teaohlng 
Sttff - 



c>D.<j 



Evolving Student 




Mon-tffnrhfr 



Evolving Non-teaching 
Staff ' 
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. • PREPARATION OF TITLE PAGE ' 

' . i , 

There are certain specific items of lnformat|Lon which seem a^proprlXt 
for a title page for the school's staff devel<Jpm€(nt »plan. . The^e Items 
might include: *. •* ' ! , , 

\ I ^ 

' Name of the school , 

Subject ..of the document . • . * 

Time period to be covered j 
For vhoA the document was ^^par^ 
By whom It was prepar^ed » ^ 

..^ , Consul tax^t fnvorlved ^ . • * 

ApproS^^als and dates ' 

V 

The following page serves to illustrate a title page* utilizing the * ^ 
above suggestions. 
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Repqrt Tj.tle Page 



(Name of School) 



^Subject of report) 
(Time period) 



ALPHA BEtA ♦INTERNATIONAL SCHOOL 



.Staff Development Plan 
Year X to Year 3t + 4 



(For whom prepared) 



Prepared fdx the School Boanl of 
Alpha Beta lut^tilational School 



(By whOTi prepared) Prepared by: Ralph Miller, Project ibirector 
(Consultant) Consultant: - «• 



Kkppfoved tl^: 



(Pres., School Board) (Date) 



(Director "bf School) 



(Hote: Please turn. to following pa^e and dwf t 'your^titlc page*) ' 



THE MISSION STATEMENT 



Evexy sdiool should have a clear Idea ah to what Is being done, ^ 
whom it is heitig done fo^ and why. A series of written statements may 
'clarify function and purpose. These become the bases for planning 
programs for today and tomorrow, this is the Mislsion Statesment. This 
statement is sometimes referred to as Background, Philosophy or 
Ba^ic Permise* of the school. 



A review of the Mission Statements of more than several dozen 
overseas schools' shows that. they range from one to ten paragraphs in 
length. Regardless of length, there are recurring components. They 
are as follows: • , < < > 

1. The name stid founding of the school — by whom* and date, etc. 

2. Degree of government control — W'.S. and host coimtry 

3. Religious affiliation — sectarian, unsectarian • 

4. Who it is serving — nationality (ies), grade range, wfiether 
co-ed^ etc. ^ 

Type of education — U.S. national, combination, etc. 

6. ^pe of programs offered — ^mono-, bi-, or mujrtilingual . 

7. Cultwal enqphasis — U.S., bi-cultural, 'etc. / ^ ' 

8. ^ Ejfpectations of program-educational achievemient, c^jiaracter 

development, maturation levels, morality, etc. 
' 9 J Methodology and curriculum — modem or traditional, degree of 

flejsi^ility, 'etc. ' _ * • a 

10. Stu4ent activities--^types of purposes 
* 11. Community role— it ^ght include use 6f facilities by civic 

groups, assistance to host country nee^y, serve as bi*-culturaX- 
center, etc. 

The object is to prepare a Mission. Statement that ia appropriate 
and- functional for your school. Not all schools muld include all of 
the above components. There migl)t be others whictn^ou vould like to add. 

Several representative Mission Statements follow. They were clhosen 

on the basis of variation In location «|pd scope. r 

* . . * 

. ' . • J 

Exaa^Ie 1 > The .American School of Bucharest, founded in 1962^ is, 
a private,^ non-profit co-educational day school serving ^the English- 
speaking conmunity of Bucharest. The school offers a program of 
studies for levels r^ging^from kindergarten through Grade 8* The 
curriculum is primarily American in char^ter and instruction is in 
English. ^ French is tdught as a-foreign language. There is no re- 
' ' iigious instruction.. • V * ' 

^ - - . ' ) * , .^^♦^ 

Example 2 . kscola Americana Bo Rio'Oe Janeiro is an independent; day 
school founded in 1937 by the American Chamber of Coomerce. It is 
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registered asA^ nc^n-prof it-making organization. It offers co- 
educational,Aon-sectarian schooling from kit^ergarten through 
high school/ , . ^ 



^ The school is accredited by the Southern Association of Schools 

and Colleges; it is a member of the National Association of Independent 
Schools; and of the Association of American, Sponsored Binatidnal Schools 
in South America. . .Grades I-V in the Lower School are registered as an 
estola prjm^ria with the Secret aria de Educacao do ^stado da Gu^nabara- 

V The aim of Esceld Americano is to 'provide sound basic education 

appropriat^e for American and other students living in Brazil. All 
students are taught to understand and appreciate the language and 
culture of their host country. * 
w ... * \ 

^ Example 3 . International School of Man^a, founded in 1920 as the 

• * American School, is a private, non-sectarian, ^dependent school in- 

^ coTporated^under the laws of the Republic of the Philippines as a 

non-profit, noq-stock organization! It is g'ovenied by an elected^ 
ten member Board of TjrustdtfS responsible for information of policy. 

- ■ T • ' 

Operated and maintained for students of the international 
• community, the curriculum provides English language instruction for 

college preparation with additional courses to broaden' and enrich 
the program for children of multl-xultural background and eicperience. 
^t\ie aims of the §phool have been to establish for students the highest^ 
-^^standlrds of education within the sco^e of the facilities; to prepare \ 
^ students for entrance IntQ colleges an4 universitl^; to develop the' 

Intellectual and cultural qualities of j each student without neglecting ^ 
useful and helpful skills; to challenge each student to realize his 
" V ^ potential; to meet the unique requirements oV individual students; 

an4 to maintain high standards and practices based on new develop- 
ments and discoveries in the various academl^ disciplines. It is the 
further intent of the program to assist students of the international 
community in their transition from and to schools located around the . 
world and the language development program for the teaching of English 
as a ^econ<y language is an- integral part of instruction. 



The school is approved by the Department of Education of the 
Republic of the Philippines, is accredited by the U.S, Western 
y Association of Schools and Colleges and holds monbershlps in the U»S, 
Natiohal Association of Independent Schogls and the East Asia 
(gional Council of Overseas Sclipols. It has qualified for .pnd re*- 1 
' celved grants for educational purposed from the Office of Overseas 
Sc£)ols, U.S. Department of State, and the Asian Development Bank. 



a f ^ 



1 Now t^at you have read a feW exaiiq>le8 of Mission Statements from 

• other schools itr should be noted tljat othet characteristics such as, 1) • 
^ qualitative* rather than quantitative emphasis,^ 2) present and future 
anticipated conditions, and 3) a reflection of aspirations, that may or 
nay not be met-*-*afre usually part of a school philosophy. 

ERLC ' ,15 ^ 
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The validl^ of your Mission Statement will be largely determined 
by the broadness ^a^ase of the contributors to it. A committee con-*, 
\si8ting'of school < board members » administrators^ teachers, other staff 
menibers, 'parents Ad students would consitute a very broad base. 

* 'Keeping the"* ^f os^entioned suggestions in mind, it is time to 
msiki some:decisions^>^gar^ng the* criteria for the Mlssipn Statement^. 

1. Who shoui(j|} be^represented in developing the statement? 

2. Wh^t kind of orientation should Jthe'y have? 

3. ' JPjhen'will we have our first meeting? ^ 
/ 4. Where' will it be? ^i? . 

5. What is th^ target d^te %r comp^ion? 

Af ten your ccftomittee has. been selected and orientated it is tiifte 
to begin writing the' Mission SjLatemetit. , Qo tfie following page and begin. 



Is;. 

r 



/ 



12 



(Draft Mission Statement;) 



note: If you school already* has develbped an acceptable Mission 
Statement, you may cut and pastd or copy it on this sheet. 
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GOAL STATEMENTS 

I 



If your Mission: Stateiuent sunmiarized those things that your school 
is,' what it is doing now and what it should be doing in the future; then 
your goals should not be, difficult to determine;: Goals spell out more 
specifically how yo^r school anticipates going^'about achieving its mis- 
siott. Go^il statements are more^'^qualitative than quantitative in nature; 
however. ^ ' ' . 

' * -7:;; ■ . - • 

il In the/ last paragraph of the Mission Statement of ^^cola Americano 
Dd Rio Janeiro it is "Stated that a function of their school is to, "Provide 
^ound basic education" for their students. An elaboration of these ideas 
in the form of goals might^bes (Please keep in, mind that these are ouly 
exampdes). ♦ - 

' * * • 

To le^am that the apj»lication of scientific principles 
, is 'fundamental to normal functioning in the modem 

world. 

' , To encourage student growth in the development o/ language 
8kll^» so that t^ey will be lable to co^minnicate ef fic- 
, * tively ip the itoodefn world. ' 

* • / To provide a,math,ema|icp pr<%t»ii which will meet the re- 

^ quirSaents bf j>ur accrediting association and the 

needs of our students. 
' . *^ * " ' ' _ 

Their schooi philosophy * a Ao. says that, "All students are taught 
to understand and appveciate the l^guage and the culture of their 
host countty." ^propriate goals might be: ' * ^ 

' To foster the appreciation for Bri^ilian cultural values 

\ • )^ among the International ^student body. 

. ^ To promote the understanding of -and Efie ability to ' 
1^ coDDunicate in" the Brazilian language by school 

" ' . staff and students. . ' 

« To encourage and demonstrale how school persoxmel can 

• ^ " successfully participate in Brazilian 11^ activities. 

A search of current literature shows that there ian*t any universally 
accepted definition or distinction between school goals and objectives. 
Hoyever, ||ie Authors have de^i;d^ to identify the <fharacteri8tlc8 of goala 
as used by some contemporary curriculum wrxers. They are as follow: 

^ r • 

11 No qu^tlflers are found in the makeup of goals. ' 
' 2, Goals are ^oad statfements;^ they deal' with geni^ral axeas of 
growth. . * ^ • , • , 



3., The desired growth, as specified in goals, will require a 

lengthy period of time ta accompllBh. 
4. The aspired outcoW will not likely be achieved by everyone 

concerned t * , . , , 



The characteristics of school obie'ctiv^tf, as defined in *this manual. 



are found in' the section oii staff development X>bjectives. (See page 19) 

, Before writing the school 's^^y^goals, npre deci^o^s have to be made 
regarding how *the goal writing is to l>e accomplislfed. * > 

1. - Who will partidipate In prepaifLng the ^pals of your school?'. Will ^ 

it ;be all pETof^ssional , staff members qr only depa^rtmeoit heads or 
'department heads getting feedback from personnel in i^h*^ii: departments 
• or will it he assignetd to grade'- !^evel personnel or a* combination' ^ 
' . pi- the above? Or/ havAgoals Ijeen writieai and apjpirdved by the 
/' Board; "pre'viouiily? ^ ^ ,A * • 

2. *,, Wh^t meai^ and crij^ia'will be provided for guiding goal writing? 
' .Wbu^d 'a wprkshop be' needed ^r* can it be accomplished by means of 

a* mexsorAlum' that .includes the missioq ^tat;e^ient alid examples of 
^goal^?' , Should tl^ elements tirf ^e entire staff deve}.bpment plan 
, 'be^ explained at« thl^ time or should, it^ be res\ri^ted to goal 
/ writing?, . ' ^ 

3. wheti should they begin and what is theinc expected date ot * 
completion? \ Whatever your ^d6k:lsion concerhing time it muit 

^ . fall within th^ allowed time ^ranie you assigned thii pa^of* 
the proj^t. * * " , . • ' 

Aftexv these ^preliminacy decisions* have been made, regarding who the 
participants will be and ,in^ru9tiojp8.;given them» it is tiiae'to feegin 
witing the fir^t draft the school's ^oals. '^'Please to tuim to the 
following p^ge. ' . • * . ^* • : 
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XBraf t Goal Statements) 



if # 



' Note: If gdtls haveN^read^ been established tot your school, you aay 
^vish to concern^yimrself with goals related directly to staffs 
developoent • 



20 



6QAL PRIORITIES 



We all aspire to^accontpllsh more tables than we have* the time , or 
ability or resaurces to do extremely well. Therefore, we establish a 
set of priorities for these tasks-and provide mor« time, effort^ani 
resiources for the ones fconsldered mdst significant. ^ arrange them 
in "a hierarchy of relative importance* Schools need to approach their^ 
tasks in the same jnanner. Yxnir next step then is«to arfange your goals, 
once completed, into a sequential order that begins with the highest 
priority and ends with the lowest. 

■Looking* back to the goal's derived from tfie Mission Statement of 
Escola Americano Do Rio Jai^eiro, it might be decided that they be 
ordered in the following manner: 

^ 1. To encourage student growth in the development of langtiage 

, skills so that they will be , able to comaninicate eff^tivel 
in the modem world. 



2. 



To provide, a mathematics program which* will 6eet the require- 
ments of our accrediting association^ and the needs of 



our students. 



3. To learn that ^ the ^plidatioii of scientific principles is 
, fundamental to normal functioning in the modem wo^rld. 

A. TJo foster the appreciation for Brazilian cultural values \ 
; amtmg the intetnational student body<^ 

5. To encourage and d^mistrate how school perscmnel can 

^ successfully participate in Brazilian life activ^tie^*' 

r ' 

6. To pi^omote the uxiiier standing of^ and the* ability to conmnlcate 

^ the Brazilian languajge by- schpol* staff ami students. 

It ±0 time, to make some decisions ^ Go to the a^^^t page and write « 
your establilBhed goals in order of in^ortanc^. - 
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(Priority Order of Goal Stat«aents) 
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. YJSpS Aim BpLES OF pBJBCTIVE^ y * 

/ Objectives are vritten 8tat»ent8 vfalch. describe either the neans 
by which sone end or ends are expect^ to be achieved or,** sinply an ex- 
pected end product. School board aeaibersy for exaoq>le» could create 
specific kinds of objectives ullich woul^ pertain to t;heir best achieving 
, sound policy-makjng^ decisions. School administrators, also as an ex- 
aBq>le, could ;icreate a unique Bet of objectives Which vould guide tbiw in 
improving school nanagement. Teachers too, at tiaes, create behavii^ral 
objectives. Behavioral objectives, as used in education, describe the 
expected outcome of 'Student learning experiences or, an end product. In 
addition, ther^ are staff development objectives. 

* » 

^£af f developmefit objectives refer to jlK>se activities or processes 
by which it is expected that groi^h will a^:tie ta all staff members. 
These objectives are created for the purpose of better attaining school 
* goals through evolving growth patterns of the personnel responsible ^for*^^ 
achieving goals steaming from the mission statement. - In its simplest 
sense, then, staff development means school , personnel growth, and staff 
development' objectiveis. are these statemen^te of activities and processes ^ 
which tend to produce professional improven^t. ^ • ^ , 

Educational objectives infer assumptions. It is assumed that^by 
fulfilling a particular objective^that the activity or process involved 
i/ill contribute to gQal achievement: that objective attainment. In other 
words, lead& to goal attainment. It is understandable that stated objectives 
might or mj^bt not lead t« goal attalinent. Or« that some objectives will 
be more effective^in leading to goal attainment than others. The ideal 
type of staff development objectives would be ones %7hich are appropriate' 
and likely to achieve goal attainment. ^ 




\ 



IKfrE: theoretical criteria .regarding objective levels, nomenclature, 
etc «, have been avoided for the sake of convenience and clarity. 
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STAFF DEYELOWlEKr OBJECyiVBS 



Objectives, which are derived from goals, are more' narrow than 
goals. Th^y zero in on specific achievement . targets for staff members, 
They spell out what is going to be adj&anplished so that goals can be 
achieved. Other characteristics of these objectives are that they 
express: 




2. 



A time pe riod — specific date or frequency indicator 
A quantitative aspect — how man| will be involved or who 
ynil do it / 0 

3. A process-^^he methodology to/initiate cbalfge 

4. A product~anticii>ated outcoi^e 



In addition, it is customary Vo ^ave more than one objective for 
each goal, and on tlie other hand, one objective may apply to two or 
more goals. | . 

Writing staff objectives, especially for the inexperienced, is 
thought-provoking chofe. Do not becobe discouraged if they do i^t aeem 
to flow as you initially might think ^hey should. One value of writing 
down objectives is to clarify what has always been "understood", in your 
school. . \ 

Let's review ^what is hoped to be acoopplished in writing objectives* 




Your purpose in writing them: To clari^ what staff members will do 
, - to accompilsh goals of the school. 

How to accomplish this end: ty providing^der experiences, greater 

knowledge and»b(etter planning among the 
staff Mho wllj. 6^ striving for goal 
achievement. To i^lan activities which 
. will best facilitate staff development. 

A time element * A quan. aspect A process A product 



Your objectives 
sKould include: 



Exaflq>les of the ' ' \ - 

preceding: By Sept. 1, 1980, All staff aeliber^. Meeting, work- A review, 

each semester, 25% of elementary shop, course. pro<hictlon, 
month^j^, etc. teachers, new work,' commit- evaluation, 

staff, etc- tee, etc. completed 

course, etc 
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Let's apply %rtiat we now imd^rstai^d about writing staff development 
objectives to 'one of our goals. 

Goa^ i 1., To encourage student groifth JLn the# development^ of language 
skills so that xhey will be able to conounlcate effectively 
in tjie modem world. ^ 
s ' 

, ^ It might be convenient to list the essential criteria first, . 

A time element A quan. aspect ^ A process A ptx)duct 

,and then * By Feb. 28, of . Five English an^^appoiated ^ review of the' * 

develop the each school yeaic teachers conrndttej^ school's English 

specifics. / * curriculum. 

♦ 

# - 

After we have all of the elements its only a matter of putting them 
together in s^tatonent form. » . 

Staff objective: An appointed comnilttee of five English* teachets 
will review the school's English curriculum by 
February 28, each scliool year. 

Let 8 show anoth^ example, from goal number five this time. i 

Goal: 5. To encourage and demonstrate how school personnel can 
successfully participate in Brazilian life activities. 

Timer (when) Quantitative (who) " Process (how) Rroduct (what) 

Before start of All newly imported staff Six hour tour of denonstration in 
each new school members marketing plafces local buying techni 

7^^^ ques 

A staff objective: A six hour tour of host city marketing places * - " 

will be provided for all newly lnq)orted staff 
members before the start of each school t^ar to 
demonstrate local- btiying techniques. 

Decisions have to be made: 

1. Whp is going to prepare the objective? 

2. What kind of orientation should! these dtaff meaibers have? 

3. In what fprm should the orientation be, where should 1^ take 
place and when? 

^ 4. When is the starting date for writing objectives? 

5. When is the targef date for coiq)letion? 

6. Will there be a review of objectives Written? 

7. If so, by whom? 

After these decisions have been made, it Is time to begin writing 
staff development objectives. Go to the following page and beglQ. ^. 
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(Draft Staff . Develo^ent Objectives), 



r 
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PRIORITIZING STAFF DEVELOPMENT OBJECTIVES ^ ^ 

As in goal writing, after jouif staff objectives have been^ written, 
it will be necessary to order, them in terms of priority* A convenient 
way to maintain control of your ^iority of objectives, a^ well as ' 

, continue to identify gi|y.-objectiVe relationahips, is to »e the number 
base already establidhla. For cjLat^e^ again dealing with goal number 

. one, the related objectives ^ght be sho«n in the following manner: 

Gqal: .1. To encourage student growth 'in^ the development of 
langu^e skills so that they will be able to caa- 
nanaicate effectively in the modem world* 

Objectives: 1,1 An aj>pointed committee of five English, teachers ' * 
^11 review the English curriculum by February 28, 
each school year. ^ ^ 

All secondary English jteachers will share success- 
ful teaching techniques by October U and F^bruary"^!^, 
.€ach school year. . 

-1.3^ Three- fourths' of secondary EnglfsH' teachers will have 
earned three or more additional^ credits in their ^ 
cognitive fi^ld by September 1, X980. j 

Three things h^ve been done. One is that two additional objectives 
were created, another is ^fiat we have designated priorities and still 
another is that we^ instituted a two digit numbering system for objective. 
The first digit corresj^onds toii:he goal with which an objective is associated 
arid the second digit ,tlie prioi;lty which we have assigned to that objectiveiB. 

decision making is necessary. Arrange your objectives in ordeir 
of priority and number the^ Working ^space is provided on the next>Dage. 

■\ • ' ... ■ > 





ASSESSMENT 



The sequential preparatioji of the school's staff development 
plan requires that the mission Statement be completed first. Once 
completed, the goals are derived from^ the mission statement and the 
school's objectives derived from the goals. At this point, then, it ' 
becQpes necessary to assess what ch9nges or contlnuatibns in your 
school's staff development program are needed to best -aiecoo^lish 
the specified objecti#fe. ^ *^ ^ 

Some necessary changea might be obyiotis. For exaiq>le, suppose 
a current faculty member i^ither performed adequat^y nor was considered 
capable of improvement. ^/Replacement is a logical answer* This d^ 
cision need not be part of your formal plan ttMUgh it would be p&r^ 
of the concept of staff development. On the other hand, future re- 
cruitment policy, as k significant f^jctor of staf^ development, may 
be included in the formal plan. • • 

In order to determine what activities should be done,* to produce- ^ 
ag effective staff development progr-am, a. needs^ assessment should fie 
carried out. The activities dre those actions aiid practices thirough 

. which it is expected that school personnel will beN^better able to • . 

^ achieve objectives. One or more instruments should be used to as^ss 
^he needs as perceived by staff menibers. ^ — 

The needs assessment survey shpuld lead to the Identification ctf' ^ 
^ both shortcomings and strengths of the current staff development program. 
This information would be used to continue .or modify curreip€ activities 
by^ elimination, extension, reduction and/or addition* A needs assessment 
iiistrufpent is included in the appendix. The Instrument indicates the 
kinds of Info tmatioi;! which may be sought and utll;Lzed in staff develop- 
ment planning.^ * ^ ' _ - 



Some decisions must ^^^b^v^^. 

1* Are needs assessment instruments to be used in develApin&^tn^ 



school 'v^ program for staff development? ^^J^;?^ ^ f 

2. Who %yill be responsible for deciding Instrument use? 
3.. Should only the instrument provided in the appendix* l^e used 

or should additional ^ones be created? ' 
4. Should we modify the provided instrument to account for the 

unique condition^ of tfhis scliooi? ^ , 
,5. Who/vill'Tnstitut6 the survey, compile the data and sunmarlze it? 
.6.\ When are ^' targeted, beginning and completion dates? 
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ACTIVITIES 



Activities are event© or happenings which staff members utilize ^ 
d^-rectly to accomplish objectives. Some activities are more, ajJproprlate 
to reaq^ objectives than others. Once It Is realized that activities 
consume some of your resources (personnel, ^time, money and materials) 
then it becomes ^necessary, to maki %rlse decisions so that the best* . 
utilization of these r<^sources can be made within the framework of 
^taff development r 



Frequently used activities include general staff nrfeetings, consultantfr, 
specif meetings, workshops, institutes or conferences^ cultural experiences, 
visitatioi|§, university courses, staff pairings, exchange program^ intern- 
ships, etc. This, of course, is no^^ exhaustive list of activities that 
might promote the attainment of-your school's staff development objectives. 
Not all schools would choose all of the same activities each year in their 
multi7year i>rogrim. 

While most of your tfthool's activities will probably take place in 
your Bchpol setting there are some kimls of oppQrtunities such aB wprk- 
s'hops, institutes; university course work, exchange program, etc., 
l^^olvlng other locations, wbich should be given serious consid^sitlxm 
in your overall plan. % ^ ^ ^ 

I^et's take ^closer look at designating activities for particular 
objectives. We will begin by showing the goal we are woricing toward 
and the objectives with which we expects to achieve dt. ^ * . 

/ ' " - ' . ' / 

Goal: 1 . / To encpurage student growth in th^ development of language 
skills so l:hat they.%rLll be able to^oonunlcate effectively 
in^ the modem world* 



OlJjective: 1.1 . An appointed conmittee of f lve*^&igllsh teachers will 
^ review the school's English curriculum by February 28, 
i each school year. « >«\ 



Activity; l.ll 

Activity; 1.12 
Activity: 1.13 



ponmlttee a<!tion for general review wiilch 
reports to upper, middle, and lower school 
principals. 

by recommtndlng acquisition of publications 
on English curriculum development 

by preparing pr^imlnary report, conaulitant 
via it at lo^ and post-report on English cur- 
rlculta 



Activity: 1.14 



by comparing with surveys madyia^^BagUsh 
•curricula in selected O.S*. pu^lc, private 
and o|:h^r overseas Schools "^f! 



X - 
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ffbjeetlve: 1;^2 All ^lish teachers'will ahare 'successful teaching 

techniqueg by October 1, and February Xl, each school 
year,^ 

Activity; 1.21 " by inviting other- English teachers to class 
for demonstrative purposes 

^ ^ Activity: 1.22 by making' special presentations to other 

teachers at grade level or area in meetings^ 

Activity; 4-23 by collectlijg, reproducing and .diptrituting 
' ' ► ^ ^ccepted teaching techniques 

These activities, as shown, could have been used to acco^llsh 
objectives 1.1 and 1.2. HEt should be noted that some pbjectives have* 
•^bullt^in" actiyities. The built in part in objective 1.1 is l^at a 
review will occur.- However, this aSnral review will be in con^ction 
with input provided by information from activites 1.21, 1.22, and'1.23. 

There has been an expansion of the numbering system to ^clude a 
third digit. The third digit refeVs to the specific activity. 

There are decisions to be made. ' . 

1. To what extent, below the adflfiLnistrative level, will activity 
suggestions, 1>e accepted ahd , Imp laaen ted? * , 

2. How s^hould we determine the effectiveness of existing ^activities? 

3. What will wtf do to increase the effectiveness of. oux activities? 
W What kind of cost criteria will be provided for those that 

detezmine activities? 

5. Who will finally determine activity decision matters? 

6. When shall we begin deciding our activities and when is the . 
< fxpected completion date"? 

7. How will feach planned activity be evaluated? 



i 1 



Please t\im to the next page aqd be^n writing activities, for each 
staff development objective. Use the numbering system established to 
maintain the relationship- between Goal/Objective/Activity. 



"it 
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. • (praft Activities. Showing Watir»n8hip/to Goals /Objectives) ' 
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7» .- ' 

COSTING ACTlViTlES ' 

♦ 

Schools, like other lostltutloos, have llsd^ed resGfurces. It Is ' 
a worthwhile goal of Institutions to get the ttost possible from their 
available means* Therefore, the functions of this part of the staff 
development manual is to, provide f or *co^t awareness 6f activities on 
one hand and to provide for the planning of budget allowances on the 
other. * * . * i 

The cost of some activities will not require additional monies. 
They are already accpunted for in the established school budget. For 
exa^pple, meetings which take placewlthin^our school either before or 
after classes are in session and (^rolvlng only school personnel do not 
normally require additional payments. The cost. of lighting, ^roon use, 
paper consumed, etc., would not ybe costed. On^ the other hand , if paid 
substitutes for school personnel would be required so that a meeting 
could be held, this would be costed*. If the final cost* of an activity 
caonot be determined accurately, a reasonable estimate .is desirable. 

Before you begin costing activities it is advisable to consider 
_funding sources. It %rould be appropriate at this time to identify 
certain as well as probable fund sources with somc^ kind, of code. For 
example: . , • . ' ^ 

key Fund Source 

^ A = General local incotc^e. 

B = EndowTCQt income 

C - AOS funds 

B « University 'programs 

/ » PTA pledged 

• F « Scbool-to-^'^l^ool programs 

' G •» Other ^ x 

Advantag^&are gained by linking activities to fui^ sources. An 
accounting Is made in terms of a aioney sourde^for eacn^Qtivity and 
particular activities may hinge upon whether tia expected fts^ source 
either materialises or provides enough to do the activity as planned. 
The, above list, of course, should reflect the school's anticipates^ 
fund sources. , ^ - * \ 
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WORKSHEETS FOIt COSTING ACTIVITIES 



^ 



Two types of worksheets are the annual and^ long term^ostlng • 
plans. It is appropriate to develop the long rtemuplan of : a^:tivities 
first. This will help^ to det&rmliie %^ether specific activitieJS^Slj^ 
be continued throu^out the entlire plknned period, or whether ^ * 
activity should be phased in or out during the period and when. The 
advantages for this approach ate twofpld:. 1) the 'activities can be 
properly spaced throughout the long term, and 2) incurc^J expenses 
can be more evenly distributed throughout the planned period. The . ] \ 
long 'term plan,, once cpiq>let^,, would be used to sub-divide the yearly 
components into the more usable annual worksheet for each given school 
year. . * /• - • 

4 ' 

The amnial worksheet specifies activities,^ indicates anticipated 
personnel and material costs fbr .each activity and showd the source 
cof monies. The cost for an activity is broken down into the cooponents 
of personnel and materials and thesTtotaled. This total cost is then 
shoVici on the long term plan. Let*s take a look at some example^ from 
our model. - . * ^ 

In year X, activity 1.11 is not expected to, involve added costs 
so that on ^th the annual plan' and long term pl^ the word none ts^ 
written for the place provided for ^ost. *In-activlty l.i2, theiannuaT 
worksheet shows^ $10.00 cost for personnel (extra s^retarial^time 
paid for ordering materials) and a $65.00 ^lowance for the cost of 
materials. The cost of this activity %d.ll be fuxuled from. two sources, 
the^general inccme fund (A) and pledgeg from' the PTA fund (E)» This 
activity will be ta^orarily phased out when activity 1.13 is phased 
in (see worksheet for long term' plan)^ Activity 1.14 was initiated in 
year X and %rill continue for three years. ^ In year X the cost will i 
*e $50.00. ^aln we fi^ a $10. OQ charge 'for extra secretarial time 
requlr^. In addition, there is an estimated «$40. 00 expense for prer 
paration> reproduction and mailing, cost of the qi^estionnaires. The 
annual report shows that this money will originate from AOS and the. 
sum of $50.00 is shown for- activity 1.14 In year X on the projected • 
- year plan. 

, Totkl "^tivity costs, for that ^roup of activities, are indicated , 
for eac*h page of^ the annua^L worksheet. On the long, term wbtksheet^ the 
cost of each sariesi of « activities is summarised by year as well as total 
annual costs for all series on that page. ^ ' ' 
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wr-^KSiffiET H'OR oCSilNu ACTIVITIES 
(Projected Year Plan) 



Goal !• 

Objective 1.1 ^ 



Year X 



: (Cos t/ Fund (s) 

. r 

. Activity 1.11 None 

Activity 1.12 75.00(A,E) 

Activity 1.13 . ' -"^ 

Activity 1.14 50.00(C) 

Activity l.USeries Cost ^23* 00 



'Objective 1.2 . 
Activity 1.21 None 



^ Activity i.22 None ^ 
^ Activity 1.23 



Activity 1.2 Series Cost 2^ 



None 



125.00 



Year X Cos^ 
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VYear X 1 
Cb6t/Fund(8) 

None 

■ 75.Q0fA.E^ 



50.00(C) 
125.00 I 



iione 



None 



125.00 



Year i + 1 Cost 



•Year X ^^ 2 ' 
Ct>st/Fund(8) 

None 



150.00(A) 
50.00(C) 
200.00 



Hone 

None 



~ None 
^200.09 



• Year X ^^ 3 
Cost /Fund (a) 



None 



500.00(A.C) 



500.00 



None 



25.00(A) 



25.00 



525.00 



Year X 4 
Co8t/Fund(8) 



None 



100.00(A) 



J 

100.00 



None ' 



15.00(A) 
15.00- 



115.00 



' Year X + 2 tost Year X + 3 Cost Year ^ + 4 Cost 
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Goal U 

Objective !•! 



Year X " 

(Cost/Fund(8> 



Activity 1.11 _ 

Activity 1.12 _ 

Activity 1.13 

' A^ctivity l.U _ 

Activi|y , 1 • L Series Cost _ 

Objective 1.2 
^ Activity 1.21 
^ V Activity 1.22 _ 
, . Activity 1.23 
Activity 1.2 Serie§ Cost^^ 



Year X Cost 



WORKSHEET FOk COSTING ACmVITIES 
(Projected ^ Yeary?laix>^ 



Year X 1 
Cost /Fund (s) 



Year X -f- 2 
Cost/Fund(s) 



Year X -t- 3 
Co»t/Fund(s) 



Year X -f^ Cost , Year X + 2 Cost 



Year X + 3 Cost 
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l/ORKSHEtr FUR COSTING ACTIVITIES 
(Projected Year Plan) 



Goal 1. 



Objective 1,1 

Activity l.M 
Activity .1. 12 
Activity 1.13 
^ Activity 1.14 
Activity 1.1 Series Cost 

.Objective 1.2 
Activity 1.21 
Activity 1.22 
Accivitv 1.23 
Activity 1.2 Series Cost 



Year X 



cear 

(Cost/fund (s) 



Year X Cost 
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Year X + 1 
Cos t/ Fund (&) 



Year X + 2 
Cost/Fund (s) 



1 



Year X + 1 Cost Year X + 2 Cost 



Year X + 3 
Cost/Fi|ind(8) 



Year^+ 3 Cost 



Year X + 4 
Co«t/Fund(8) 



Ye^r X + 4 Co»t 



N» 



'0 

ERIC 
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' WORKSHkET .FQi COSTING ACTIVITIESL A 
(Proje^d Year Plan) 



Goalrl. 



Objective r.l< 



I 



Year X 



' (Cost /Fund (s) 



f Activity 1.11 ^ 
Activity 



ActiYit;Y VTLiy ^ 
Activity 1.14 



Activity 1.1 Series Cost. 

. Objective 1.2'^ 
- * Activity -IvZl 
; . Activity 1.22-_ 
^ - • -Activity \v23, 
Actl^ty L-2 Series Cost 




^ • Year X €ost 



Year X -f - 1^ 
^ost/Fund(s) 



Year ^ -f 2 
. Cast /Fund (s) 



. /Year X 3r ^ , 
• tost /Fund (s) 



Yeat X -f 4 
■Cost/Fund(8) 
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Year 



X + L Cost . ' Year X ,+ 2 Cost Taar X + 3 Cost - Y-ear X + 4 Cost 



V. 



/- 




Personnel C03t8 ■ wages, 
9a]arle^» stipends, per 
diem. 



WORKSHEET FOR COSTING ACTIVITIES 
(Annual) 




Mater 



costs « boak^, 
ndence, faclllt. 
pub. preparation 



Goial: 1. 



Object ive 1.1. 



4k 



ActVity 1.11 



Activity 1.12 



Activity 1.13'. 



, Activity 1.14 







< 




i 








' ' / 




- — } ^ ~ 






/ 






+ 


- None 


■ None / 




(Personnel costs) (Fund &o\nce) 




(Material costs) (Fund source) 


<Total /^ost) 














' - . - V 










• $io.6o A 


t 


' $65.00 E 


$75.00 - ' 




(Personnel costs) (Fund source) 


+ - 


(Material costs) (Fund source) 

' % ' 


■ (Total cost) 




* • 










/ 


develop Later * 




Develoo Later • 


None < 


• 


(Personnel costs) (Fund '^source) 


+ 


(Material costs) (Fund source). 


* (Total cost) 




— - — - 

$10.00 . . c t 




$40.00 C 


^ -i; 

\ $50.00 . 





,\lt Is highly probable' that th^cpst of some act Ivlt led |N especially ones 
•projected for fut^ra j^ars, wlrl.not be known at planning time* These, 
^rtlvltles can be cos^ed by*u8lng the letters u^a.p« (unknown at present). 
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Page 1. Total Activity Cost 



4* 



$125.00 

it 



Personnel costs • wages, 
' sala^-ie?, stipes, per 
diem o 



WORKSHEET FDR COSTING ACTIVITIES 
(Annual) 



Material* coGtts « books, 
correspondence, faclllt 
pub. preparation 



^ Goal: I. r 



Objective 1.1., 



Activity 1.11 
Activity 1^4:^ 

Activity 1.13 



J Activity li 







T-*-^ ' 

■ 


1 / • * 


(Personner costs) (Fund source) 




(Material costs). tFund aourpe)' 
[ ? — ' % 


(Total coat) ^ 






J » ^ , '\ 

— : 


■■ — V- — 








•* 


(Personnel costs) ^Fund source) 




(Material costs) (Fund source) ■ 


(Total "cost) ■= 










— ^ 






: ^ . 






r-i \ ' : 




(Personnel costs) (Fund source) 


+ 


(Material tos'ts) (Fund source) * 


(Total cost) 



(Personnel costs) (Fund source) 



, , , (Material costs) (Fund sourse)i . <TotaFs^08t) * * ' ' 

It is highly probable that the cost of. aaoe activities, especially onea ^ in, ' — * . * 

projected for future years, will not be k;iown at planning* t,lme. These Page K Total Activity Coat ^ 

>^ activities can Se coated by using the lettefs u.a.p. (unknown at present). ^ . 'i . 
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Personnel costs ^ wages, 
salaries, stipends, per 
dl,em 



WORK^EET FOR COSTING ACTIVITIES 
(Annual) " 



Material costs » books, 
correspondence, 'faclXlt 
pub. preparation • / 



Goal: 1. 



Objective 1.1% 



1 



Activity 1.11 



\ Activity 1.12 



Activity 1.13 



Activity 1.14 



r It is highly probable that the cost of some* activities, especially ones 
projected for future ye^rs, wtll'n^t.-be knowit at planning timer These 
' activities can be cost^4 using the letl^ft. u.a.p* • (unknown at .present). 



(Total cost) 



Page 1. Total' Activity Cost 









- / 




(Personnel casts) (Fund source) 




(Material cosps) (Fund source) 


(Total cost) 

' ■< , 








/ • 


' / 

— ^ — ■ — ■ 




. V- . ! 




/ 

















(Personnel cdsts) (Fund source) 


+ ^ 


(Material ^costs) (Fund source) 


« (Total cost) 






* > 






/ 


1 






"1^ — : ~ 






(Personnel costs) . (Fund source) 


+ 


, (Material costs) <Fund source)^ 
• • 


• (Total cost) 






+ 









personnel -costQ,.^wages , 
salaries, stlpenHs, per 



WORKSHEET FOR COSTING ACTIVITIES 
CAnnuaf> 



Material costs • books, 
correspondence, faclllC 
pub. preparation » 



Goal: 1. « 



Objective l^U 



Activity 1.11 



Activity 1.12 



Activity 



Activity. 1.14 





1- 


+ 






(Personnel costs) 


(Fund source) 




(Material costs). (Fund source) 


(Total cost) 








f ^ " 

*> 














i . % 


(Personnel costs) 


(Fund source) 
* 




(Material costi^ (Fund source) 


(Total cost^ 

* w 
















* 




• 






> 






(Personnel costs) 


(Fund source) 

— V 


+ \ 
^ 


(Material cos t • (Fund source) « 


(Total costi 

* ■ " J 



7 , # (Personnel costs) (Fund source) ^ (Material costs) (Fund sourae) .^S. (Total cost) ^ 

' It Is highly probable that the cost of some activities, esf eclally^aaea f ' r k - t * 

^projected for future ^ea^s, vdll not be Icnowrf at planning tlme-w 'Thes# \ Page 1. Tatar Act i'<rlty Cdst ' 

activities C4ln be costed by uslne the letters u.a.p. .(unknown at present). ^ * ^ _ ' 

ErIc-, 49 , . , - ■ . ; _ ' ■. . ' , ^ . - • 
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The presented criteria for this model of costing is by no ^ 
means exclusive of other possible criteria. A school mig^t, 
for. example, want to reflect a cost for eVery activity to satisfy 
the needs of some internal and/cr external reporting. If that is 
the case^ by using activity 1^.11 as a specific example, a cost can 
be demonstrated by iising the following' formula; 



V 



1 School year = ^80 days « IjSO days/1 X 7 hojits/day = 1,260 hrs. /staff member 

,No. of participants X[annual average salary + (employee benefits^ X part 
of school year devoted to activity = personnel costs ' . 

5 English teachers x[$7,000.00 H $1,000.0(3 X 1°.!?^^^ 5^/?f -^^^l , • 
. ^ ^ » 5^300 hrs. (five^ school ; 



years) » p»c, 



.5 X $8,000.00 X .00^ = $360. OiP 



If this model is used then activity 1.11 would reflect a cost 
of $360.00 for personnel on the annual report and the same amount 
on each of the yearly costs on the projected X year plan, l^ification 
of this general formula could be made to reflect dif ference^TJi day 
length, numbers of days in a school year, etd. 
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EVALUATim CRITERIA 

A procedure needs to be developed to dettf^ndLne whether the 
activities, projected in the long lerm and annual plans have 
been performed' and their degree of effectiveness. ^ This course 
of action serves as a control for record-keeping^ purposes as to 
whether the activities have been attained in full, in part, or 
not at all. It can also be used to help determine whether specific 
activities should be continuedf, modified, or discontinued. 

There are three types of evaluation that need to be made. One 
type will indicate %rfiether the proposed activity has been done or 
not and then the extent to %ihich it has been accomplished. A shoft 
statement of degree of completfbn is all that is needed, (see evaluation 
summary) . , 1 • 

A second type of, evaluation should reflect any change in the 
attitude or performance of staff i%embei?s. The Input Cor ihis 
evaluation can be the results of a^ questioimaire completed by staff 
members or administrative and supervisqry dplnions^as to^staff re-., 
ceptiveness and response.' This evaluation ""coulcl be either a suSjective 
or an objiectivfe onte. The object is to devise a incise statement of 
staff opinion as to the effectiveness of each specific activity (see 
evaluation summary). 



A third type of evaluation^^ould center on any changes in student 
attitude and/or perf(5^rmanee l>y the end of each school year. The data % 
for this evaluatlon^can come from standardized test scores, noticable 
changes in student attitude or overall performance. Again, it would ^ 
be appropriate to evaluate the^. activity by eithet an objective or sub- 
jective statement. > ^> 



^. EVALUATi^OJi SUMMARY ' 
(Annual Iri-School Report) 
■ For 



Year 



Goal: !• To encourage student growth in' tKe development of langu^ge^* skills so that they will "be able to communicate 
ef fective^tj? in the vdo^tt^ world. . ' ^ ^ * 

^ ' ' y • 

Objective: 4,1 fbi apuglnted cqnmittee of five lower^ middle, and uf>per school English teachers will review the. 

J school's English cuijriculum by February 28, each school year.* Evaluation; Yes, met as planneST ' 



Activity 
Number 



Activity Description 



Activity Comt>letion 



Act. I. II committee action for getieral review Yes, met as scheduled 
Which reports to uppei?^, middle, and 
lower school principals. ^ 

by recommending aCquisitioA of pub- Yes,, recommendations 
licatjons on English curriculum were made 

development. 



Act. 1.12 



Act. 1.13 



Act, 14* 



by preparing preliminary report, 
Consultant visitation and post- 
mpSrt on English cprriculum. 



by cdiiq>aring with surveys made of 
English curricula in seleated I}*S. 
public, private and other overseas 
schools. * ^ 



Develop later 



partially, one-half 
correspondents didn^t 
reply 



Change in Staff. Ifi^ 
'5* Attitude/Petform. 

Considered a positive 
•approach ' - 



Develop later 



A great deal of interes'^t 



Change in Student 
Attitude/Perform. 

No change % 



General passive attitude ^ No" change 



Develop later 



Greater Interest 
shown 



Objective: ;i,r2J. . All English teachers will share successful teaching techniques by October !, February 1, each school year, 
^ Evaluation: Yes, Jeac^ing techniques were shared. ^ ^ 

Yes, took place as A popular Ifctivity Greater interest 

. scheduled 



Act. 1.21* by invitiag other English teachers 



\ 



V 



A^r. 1,22 by making special preJI»tation8 tp ^ Develop later 
other* teachers at grade level or 
are^ in meetings. 



Develop later 



shown < 
Develop later 



o 



For Scho9l.Year. 
•*Goal: 

Object ivfe: *J . 

Activity . 




Ity DescrtptloTi } 
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A 
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EVALUATION SUMMARY. 



Activity Change in staff 's.^jx^hange in Student 

f Cottpletion , attitude7perfora> • * at t i tuJe /p e r f ortaV 





/ 



♦ I- 



V 



4 V 



MODEL .'schedule FOR STAFF DEVELOPMENT, 



PROGRAM' IMPLEMENTATIMI AND ^VALUATION 




ftROGIRAM IMPLCMENTATIGN 
The perforaaivc^ of activities 
as deslgiiated: in the' school's 
plan . -Tv^ /. 



EVALUATION OF PROGRAM 
-(antftwir'and multi-year) 
Detfelopment ol guidelines, 
choose partlcl^ts and no^^, 
arrange for meetings, di%enSn^ 

* Instrument use/non-ulie, ejvalua^e 



enine 



REPORT PREPARATION 
(afmual and taultl-year) 
Development of guidelines > choose 
par^icifants and notify, arratige 
for meetings , A:omplle Inf ormat lou, 
' prepare report, and make distri- 
bution , ^ 

ELAPSED W^EKS OF 

SCHOOL YEAR _ 



\ 
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ALPHA BETA 'INTEtaiATI(»iAL SCHOOL 
Needs Asstesnent Survey 



Class If tcatrtoajCclrcle one) 



Administrator 
Supervisor . 
Teacher 



Co\msellja^/gui dance 
Librarian 
Other (specify)' 



NuBber oi years at thi^ school 
(include current year) ^ • 
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School Year 



Level (cjLrdle^one) 

Elemental Junioi^ High 
Middle School High School 

Category ^circle ^ne) 



7 



- Lpcal 



■hife 



iaport* 



Purposes The purpose of .this questionnaire *is to help 'determine the priotitiesr 
of school needs ^ perceived by the opinion of staff members. 

Please circj.€ the appropriat.e letter^- A through F, that indicated 
the degri^e of need 'fqr this acti^^., <If tlie^ is a need, ^hen 
indicate the means -by which thUB need can best be accomplished by 
fcirclirig the proper letter, S thrpugh Z. . *^ 




iA. Very great need 

B. ^ Great ^feed 

C. Needed 

D. Lit t tie Need 
£. No need 

No opinion 



JS. Individual- internship, teacher exchange, 

conferences, plan /or development 
T. GiJoup training-workshops, institutes, seoiinars, 

' by consultants 
U.* Studies-research, comparative, independent, and 
group 

* V. Meetings-all staffs subject mat ter,r grade, area 
and committee 

/ W. Misc. inservice-field trips, lectures, 

demonstraticms antf,Visitations 
X. Off -site visitations, "travel, and leave of absense 
for prof, growth ' ^ ^ 

Y. Host coimtry experience-'cMltural,' tonmunity work* 
. ' and, educational institutions 

Z. University ^edit course work-on school 6ite 
' . or off .school site 

This first det of , ten questions is conc^ed %rUh the^n^eds, as you perceive # > 
thaa, of Alpha Beta Intemationkl School. / * * 



1 . Development of a bi-iingual teaching sjUf f *\ * ' 

Need: A B C D E F Means impL^pentatiqp: S UV 



W xf Y 



•2% Understanding and deaiing with fcoaminity characteristics: ' 
• ^ Need^ >A B' C -D |P F Meaps im^i^jftCTtdtiiwi;^ S U V W ^ >X Y Z 



4 



3. A program of multi-ethnic and/or crofes-cultural education. 

Need; A B C D E F Means implementation: U V ^ X Y Z 

A. Coiqyifehensive, school-wide currici|lum planning.- 

Need^ A B . C p E F Means implementation: S U, V W X Y Z 
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Need Qekree; • 

% A. . Vm7 great nead 
B. Great need 

/ Z. . Needed , • 
D. hifitle need 
£. Ilo need 
F. No' opinion 



5 % 



Means' Implementation; 

S. Individual- . ^ 

T. Groijip. tralhlhg- 

U. ' StudlTfts- , ' , ^ 

V. Meetings . , . 

W. Misc. Inservlce- 

xt Off ^Ite- / - 

Y. Host country ^^^fperlence- 

Z. University credit course work- 



s' Revising curriculum guides to meet coOBunity characteristics , 
Need: A B C ^'O E F ' Mear^s lmplem«ritation: S U V W X. Y Z 
" ^ • • . ' ^ ' 

'6. Sharing teaching methpdd and techniques ,hy staff members. 

Need: A B^' C - D F Means implementation:. S U V W X Y Z 
* . ' ' ' ' 

7. ^Identif ication^and remediation , of student learning disabilities. 
Need: A B C D E F Mi^ns liifpleiiientation: S U V W X, Y Z 

I J, m ^ * t' 

8. S^uence of developmental reading for ^tudentis. < */ . 
N«dt A B C D- E.F^j Means li!5)l€mtotati8^ S U V W X . *Y^ Z 




10, 



Writing ^nd using measurable performance ^ol:)jeQti^ 
^pteed: A B G D E F Mean$ impJ|.ement:^tion: S U ^ V X 

Integrating careef educ^t'ton in the schopl*s currlcul^». 
Need: A B Q D ^ F Means implementation: S U W X 



Y Z 



Y Z 



II- This set of twenty two questions is concerned' *witH .your personal neet^s as 

stal^f member of Alpha Bet^l International School. ' * • * ."^ 

* , » 

11. More training in you;; gra<jie level of- subject matter field. 

Need: . A B C D E F Means ImplSnentattoil: S ' U .'V W X Y' Z 



ERIC 



17, 



18. 



.s vu .y w 

1^ " ■ , ' 



12/ Teaching critical thinking s?ill&lo sttidents*. 
Need:' A B C D E F Means implemeTtt^^bn: 

'l3» Pesigning indej^endent study projects for ^tudiSnt^.. ' 
' Needf A B C D E F Means jUnplementation: ^ S U V W X y/ Z , 

14. Inqjroved teaching methods in your field. » . ^ J • 

Seed: A B C D E F %teans lmpleme;itatipp: S ,U Jl^ W X Y Z« 

15. Techniques of evaluating learning by students. . . ' ^ 
Need: A B C ' D E F Means impli^apentati,©*: ' S U V W X Y Z 

• . \ ^ * ' * • > 

16. » Selection and use of ^Audiovisual aiftl other instructional* media. 

• .Need:, A B C D E F Means iB5)lementatioIn:. S U W * xf Y Z, 



Learning and behavior/discipline in' the cXas^room. 
Need: A B C D E F Means impleaientatlx>n: i S 



U V W X Y Z 



Involving the ptipil in the teaching/ learning process. ^ 
Need: » A B C^*D *E F / HeAns implementation: U V W X 'Y Z 



6Q 
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- N^ed Degree; 

A. Very great need 

B. Greatr-need ^ 

C. Needed 

^D/ Little need 

E. ^ need 

F. No opinion 



Me^na Implementation: * 



S^., IndlylduaX- , ^ 
T. Group tralnlngi^^ 
U.. Studies- ^ 

^Meetings- * ' 

Misc. inservlce- . 
X. Off site- ^ 
Y. Host cqiintry^ experience * 
•Z. University credit course work 



Techniques of teaching talented atx* gifted students. " 

Need: A B ' C D E F J^eans, implementation: STUVWXYZ 

20* Training pupils to tutor other iftiglls/ \ , 

, ^ Need: 'A B C - D E- F Means ir^lementatlon: S T , D V W^* X t Z * Im' 

21. . Techniques of^ teaching sT^nrxhiidren. ^ * , 

Need: A B C D E F' Means implementation: S T D V W X.Y Z 



22. Reading in content areas by students.' 

Neec^: A B C D E F Means impFementation: 



S T U V W 



Y #2 




23. Classroom manag'ement. * , , 

Nee'd: A 6 C. D E F Means Implementation: S T V W X ,Y 'z 

'24; Personal/professlonal development fanning. - , " «'# 

^ Need:* A B C D E F Mean& implementation: S T^ U ^V' W X 

2$. Declsloii-^maklng and problem-solving processes. 

. Need: A B C D E . F * Mfeans implementaClon: S T U V W X , Y ^Jz 

26. Us^'of school library facilities and planning. ' \ * * #' ^ 

Need: A B C D E^F Means implementation: STUVW'XYZ 

21. Development of teacher-tmade" instructional materials, ^ ^ 
Need^ A B C D E F* Me^ns implementation: S ^.T U V W.X Y 2 

28. Production tod use of Individualized teaching/ learning materials. ' 
; Need: ABC D E -F Means implementation: %T UV. WX Y Z 



29. Using effective motivational a^rageties in the classroom. 

N^eed: A B. C D i« F Means implementation: > S J U V W. X .Y Z 

30. Knowledge of current research pertaining in the teaching/ l^amingN^roc ess. 
Need: A B C D F Meand implemehtation: "S T' U V W Y Z 

31. Providing for multi-level learning activities in the'clas3roo% 

Need: A B C D E F Means implementation: STUVW 5^YZ 

32. » Development of counseling and guidance, tec^itiiques. ' * 

Need: A B C D E F Means implementation: S T U V^W X Y Z 
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